
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. M 2 5 7 

Page 1 of 3 

Agency 
City of Cumberland 

Division/Unit 
Department of Finance - Utility Billing/Collections 

Item 
No. 

Description Retention 

THIS SCHEDULE SUPERSEDES SCHEDULES M-20 AND 
M-21 DATED JUNE 13.1963: 

PAYMENT RECEIPTS 
These records include receipts for collection of taxes, water and 
sewer bills, parking and traffic tickets, on-line payments, credit 
card payments and any and all other monies collected for the City 

LANDLORD/TENANT FORMS 
These records include forms filed by owners to allow water and 
sewer bills to be billed to tenants 

NOTICES, LISTS OF TAGGED PROPERTIES FOR NON
PAYMENT, AND SHUT OFF LISTS 
These records include: final notice postcards for delinquent 
water/sewer bills, list of accounts to be door tagged with 
notification of termination of service, and list of accounts marked 
for termination of service 

DEPOSIT SLIPS 
This file includes copies of deposit slips for daily deposit of 
collections. The record copies of deposit slips are maintained by 
the Department of Finance-Administration 

Retain for three (3) years and until 
audit requirements have been fulfilled, 
then destroy 

Screen annually and destroy material 
having no further legal, administrative, 
fiscal, or operational value 

Retain for three (3) years, then destroy 

Retain for one (I) year, then destroy 

Schedule Approved by Department, Agency, 
or Division Representetivey 

Date W^/O? / 

Schedule Authorized by State Archivist 

Date 7 ^ 1 * ^ 

Signature Qs^a^^^d^0^-^ 
Typed Name/ ' ^ seoh D. Urban 

Title Citv Comptroller 

r 

denature ^A^o/or^-^/-^ 
Signature Qs^a^^^d^0^-^ 
Typed Name/ ' ^ seoh D. Urban 

Title Citv Comptroller 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M 2 5 7 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 3 

Agency Divis 
City of Cumberland Department of Finance - Utility 

on/Unit 
Billing/Collections 

Item 
No. 

Description Retention 

5 

6 

7 

8 

9 

PROPERTY TRANSFERS 
Property transfers are received by the State Department of 
Assessments and Taxation (SDAT) and show the seller, buyer, 
property description and full value of the property. This 
information is also available on the SDAT web site 

ADJUSTMENTS TO WATER/SEWER ACCOUNTS 
This is a record of adjustments made to accounts for various reasons 
including, but not limited to, leaks, penalties, insufficient checks, 
bankruptcies, reconnect fees 

METER INSTALLATION AND DESTRUCTION RECORDS 
These records include work orders from the Water Distribution 
office for the installation of new meters for entering into the City's 
billing systems as well as work orders for deleted meters 

GENERAL CORRESPONDENCE AND SUBJECT FILES 
These files include incoming and outgoing letters relating to 
payment agreements, tax overpayments and returned checks, and 
tax sales. The files also include copies of agreements with water 
companies for providing water and sewer services 

LIEN PAYMENT JOURNALS 
These journals record liens placed against individual property 
owners for the amount of an assessment for improvements made by 
the City and contain the names and addresses of the lienees and the 
amount of the assessment and interest, if any. When payment is 
made, a notation of payment in entered and the lien is released by 
the City Solicitor. 

Retain for one year, then destroy 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy. 

Retain for a period of three (3) years 
and until all audit requirements have 
been fulfilled, then destroy 

Screen annually and retain 
permanently all material that serves 
to document the origin, 
development, fijnctions and 
accomplishments of the Agency. 
Transfer periodically to the State 
Archives. Destroy all other material 
having no further administrative, 
fiscal, legal, or operational value. 

Retain for a period of three years 
after payments have been paid and 
liens released and until all audit 
requirements have been met, then 
destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. ^257 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 3 of 3 

Agency Divis 
City of Cumberland Department of Finance - Utility 

on/Unit 
Billing/Collections 

Item 
No. 

Description Retention 

10 

11 

CONSUMPTION PROOF REPORTS 
These reports are used in preparation for billing water and sewer 
customers and includes account numbers, addresses, read date, 
meter number, previous read, current read, actual consumption, 
consumption adjustments, and meter status 

ELECTRONIC REPORTS USED FOR BILLING WATER AND 
SEWER CUSTOMERS 
These are reports generated for use in preparation for billing water 
and sewer customers and include, but not limited to, aging reports, 
penalty registers, and billing registers necessary for creating bills 
for water and sewer customers. A backup for all electronic 
documents is maintained and stored off-site. 

Retain for a period of three years or 
until all audit requirements have 
been met, which is later, then 
destroy 

Retain for a period of three years or 
until all audit requirements have 
been met, whichever is later, then 
destroy 

DGS 550-1A 



1 V ^ ——1 

Inslruclions Type or Print a separate (orm foi D E P A R T M E N T OF G E N E R A L S E R V I C E S • 

R E C O R D S M A N A G E M E N T DIVISION 

7275'Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

ai0-799-1930 

' A G E N C Y R E C O R D S I N V E N T O R Y 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S • 

R E C O R D S M A N A G E M E N T DIVISION 

7275'Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

ai0-799-1930 

P A G E . . / OF J . 

1. Depanrnenl/Agency ? Division 

UV'i \ \ (6* ^ V t r^l Co^ktVi 

3, Unil 

DEFINITION - R E C O R D S E R I E S : A proup of related records normally filed and used as a unit for reference as wel l as retention and disposition purposes 
A Record Series Tille 5. Eariiest Year/Latest Year 

^QDifi .oCv^ t̂y\V 
6 Record Series Oescripiion (Briefly describe the types ol information/documenis/lorms found in the series Include the purpose or function ot the series.) 

7, Record Series Fomiat(s) List alt . 

j|!j.etter Size 0 Microfilm 

0 Legal Size .0 Computer Tape 

G Audio Tape 0 Floppy Disk 

p Bound Book D Video Tape 

fl. Record Series Sequence 

0 Alphabetical 

n Numerical 

0 Chronological 

9. Volume • i ^ 

/ File Dra»er,s) (j^ \ d m U J & t ^ ^ 

0 Microfilm Reel(s) 

B I S " 
N u m b e r Q ^ 

• Olher Isoecilvl 

7, Record Series Fomiat(s) List alt . 

j|!j.etter Size 0 Microfilm 

0 Legal Size .0 Computer Tape 

G Audio Tape 0 Floppy Disk 

p Bound Book D Video Tape n Geographical 

^ Other ( spec i lv jV^^(d^ '^ 

10. Annual Accumulalk^n 

A File Drawer(s) O O T C C C U A c f i ^ 

• Microfilm Reel(5} 

• • " n CftmpiiKT Tnpp(*[ 

Number Qî Xwit 
^ T | I I n Other (specify) 

11. File is Used 

Daily D Weekly 0 Monthly (j Annually 

12. File Becomes Inactive After 

\ ^ Monlh(sl n VMrfi) 

^ Number 

13. Cun ênt Locationis) (BIdg.. Floor. Room) 14. Is Record Scries Duplicated Elsewhere? (11 yes, specify agency or otftce.) 

• Yes . ^ No 

15. Access Restrictions (If Yes, cile Law(s) & Regutation(s) 

j t v e s n No • • 

16. Audil Requirements 

0 None D Stale • Federal ^independent 

17, Is an Index Syslem used? If yes, enplain briefly and describe requirenwnls 

r- Yes ^ 

16 Recommended Retention 

19. Name and Tille of Preparer 20, Telephone Number 21. Date 

•GS SSO-a'rRev 1/931 



Inslruclions -Type or Print a separate form for 

each new or revised record series. Forward . 

wilhi Records Retention Sctiedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

A G E N C Y R E C O R D S INVENTORY Inslruclions -Type or Print a separate form for 

each new or revised record series. Forward . 

wilhi Records Retention Sctiedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

PAGE ..̂ L_ or f, 1 . .. 

1. Departmunl/Agency 2 Division 3 Unil 

DEFINITION - R E C O R D S E R I E S : A group of related records normally filed and used as a unit for reference as well as retention and disposition purposps 
4 Record Series Title 5. Eariiest Year/Latest Year 

to » 

6 Record Series Descripiion (Briefly describe trie types ol in forma tion/documenls/lorms found in the series. Include the purpose o( funclion ol (he series.) 

ij-o-^m ^ K C L V -VWt oUJnt .^ %.\\\% C50"V so -VV^ ^^t. \o>\N 

7. Record Series Fonnatls) List 8ll 

ĵl̂ eilet Size • Q Microfilm 

D Legal Size D Computer Tape 

D Audio Tape • Floppy Disk 

n Bound Book 0 Video Tape 

n Olhflt (s.p«r.ily> 

8. Record Series Sequence 

Ci Alphabetica) 

V Nunr>erical 

Q Chronological 

9. Volume " 

1 File Drawer(s) ^ c / r O ^ - U O ^ < ^ ^ 

_ G Microfilm Reel(s) 

^ CompulRf Tnp*>(s) 

Other (soecifvl 

7. Record Series Fonnatls) List 8ll 

ĵl̂ eilet Size • Q Microfilm 

D Legal Size D Computer Tape 

D Audio Tape • Floppy Disk 

n Bound Book 0 Video Tape 

n Olhflt (s.p«r.ily> 

o Geographical 

D Other (soecifvl 

10. Annual Accumulation 

• File Drewer(s) 

• Microfilm Reelfs) 

^ n Compiiiftr Tdpp^sJ • 

Number ' f N * \ 

1̂ Other (specify) l A t - ^ 

11. File is Used 

^ Daily D Weekly 0 Monihly • /Vinuatiy 

12. File Becomes Inactive After 

n Month (s) n yf>nr(<;) 

Number 

13. Current LoC8lion(s) (Bldg.. Floor. Room) ^ ^ 14. Is Record Series Duplicated Elsewhere? (1* yes, specify agency or office.) 

Q Yes • . ^ No 

15. Access Reslriclions (» Ves. cile Law(s) & Regulation(s) 

D Yes 

16. Audit Requirements 

^ None D Siale • Federal • Independent 

17, Is an Index System used? If yes, explain briefly and describe requiremenls 

r- Yes ^ No 

18. Recommended Retention . 

19. Name and Tille ol Preparer 20, Telephone Number 21. Dale 

•GS 550-a (Rev 1/931 



Inslruclions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S INVENTORY Inslruclions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E _ _ 3 ) _ OF / . J.\ 

1, Oepartmenl/Agencv 7. Division 

DEFINITION - R E C O R D S E R I E S : A group of related records normally filed and used as a unit for reference as wel l as retention and disposition purposp<; 
4 Record Series line • ft /ot .r̂ ) . l 5, Earliest Year/Laiest Year 

6 Record Series Description (Briefly descnbe the types ol inlomiatton/documenis/torms loured in the series. Include Ihe purpose or function ol Ihe series.) 

7. Record Series Fonrnat(s) List all 

' ^e t i e i Size • Microfilm 

• Legal Size O Computer Tape 

D Audio Tape D Floppy,Disk 

n Bound Book D Video Tape 

n Other (sperily) 

B. Record Scries Sequence 

• Alphabetical 

r; NufTwrifal 

Chronological 

n Geographical 

D Oit>er fsoecifvl 

9. Volurhe , / I j S . 

^ File Drewerfs) C ',5 dCO^.iSJ^V^ 

^ 0 Microfilm Reel(s) 

* T-^"^^^0 Computer Tape(s) 

Number^^ 1 

• Other (soeciM 

7. Record Series Fonrnat(s) List all 

' ^e t i e i Size • Microfilm 

• Legal Size O Computer Tape 

D Audio Tape D Floppy,Disk 

n Bound Book D Video Tape 

n Other (sperily) 

B. Record Scries Sequence 

• Alphabetical 

r; NufTwrifal 

Chronological 

n Geographical 

D Oit>er fsoecifvl 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

. _| • Cortiputer TBpe(s) 

Number rN » \ 

^ Other (specify) Vo ' o f e ^ 
- 11, File is Used 

D Deify ||\^eekty 0 Monihly • Annually 

12, File Becomes lr\active After 

^ Month(s1 n Y*«ar(s) 

Number 

13. Current Loc8tion(s) (Bldg.. Floor. Room) ^ ^ 14, Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes ^ No 

IS. Access Reslriclioris (II Yes, cile Law(s) & Regut8tion(s) 

C! Yes ^ N o 

16. Audil Requirements 

^^-None D State • Federal Q independenl 

17. Is an Index Syslem used? U yes, explain briefly and describe requiremenis 

n Yes ^ No 

1 

18 Recommended Retervtion,̂  

19 Name and Tille of Preparer 20. Telephone Number 21. Dale 

•GS 550-4 (Rev 1/93) 



Inslruclions • Type oi Print a separate form tor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTI^/IENT OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110.799.1930 

A G E N C Y R E C O R D S INVENTORY Inslruclions • Type oi Print a separate form tor 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTI^/IENT OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110.799.1930 

PAGE . . l ^ ^ OF . / 1 „ 

1. Oepartmtnt/Agency . 2 Division 

•DEFINITION - R E C O R D S E R I E S : A proup of related records normally filed and used as a un t tor reference as well as retention and disposition purposes 
A Record Series Tillo 5. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types ot informaticn/documents/lorms found \n the series Include Ihe purpose oi tunctlon ot the series'.) " 

7. Record Series Fonmat(s) List all 

0 Letter Size 6 Microfilm 

0 Legal Size 0 Computer Tope 

D Audio Tape D Floppy Disk 

n Bourtd Book 0 Video Tape 

8. Record Series Sequence 

a Alphabelical 

n Numerical 

^ '^^ Chronologic al 

n Geographical 

D Other (soecitvl 

9. Volume . 

]^ File Ofawer(s) 

0 Microrilm Reel(s) 

n CompulBi Tnpi>(R) 
Number 

a Other (soecitvl 

7. Record Series Fonmat(s) List all 

0 Letter Size 6 Microfilm 

0 Legal Size 0 Computer Tope 

D Audio Tape D Floppy Disk 

n Bourtd Book 0 Video Tape 

8. Record Series Sequence 

a Alphabelical 

n Numerical 

^ '^^ Chronologic al 

n Geographical 

D Other (soecitvl 

10. AnriusI Accunrtulalion 

^ File DraweT(s) 

n Microfilm Reel(s}' 

n r^mpiil*>r TAp«.(«:J 

Number 

0 Omef tspecity) 

\^. File is Used 

^ Daily • Weekly 0 Monthly G Annually 

12. File Becomes Inactive Alter 

^ \ ( Monlh|S) n Ypar(.;) 

Number 

13. Currenl Location(s) (BIdg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere? {H yes. specify agency or olfico.) 

Yes D No V ^ e o o T c i ^ C ) f x ^ r r v p i \ r \ \ « v i t s e 

15, Access Restrictions (II Yes. cile Law(s) A Regulation(s) 

/ 
C Yes A " " 

16. Audil Requirements 

» None 0 Slate Q Fwleral o tndependeni 

17. Is an Index Syslem used? It yes. explain briefly end describe requiremenis 

n Yes ^ No 

18 Recommended Retention 

\ ' ^ ( ^ r ^ 4 - W r \ C ^ s ' ^ V r c N j , 

19 Name and Tille ol Preparer 20. Telephor\e Number 21. Date 

•GS 550-4 (Rev 1/931 

http://110.799.1930
http://110.799.1930


Inslruclions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Inslruclions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-799-1930 

PAGE OF } i 

1. Depanmenl/Agency 2 Division 

DEFINITION - R E C O R D S E R I E S : A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
i Record Scries Title 5 Eariiesl Year/Latest Year 

6 Record Series Description (Briefly descnbe the types of inlormalion/documenis/tom^s found in ihe series Include the purpose or tun'ciion of the series.) ^ 

7. Record Series Formal(s) List all 

Î̂ Letter Size Q Microfilm 

D Legal Size D Computer Tape 

D Audio Tape - 0 Floppy Disk 

0 Bound Book D Video Tape 

0 Other (specify) 

8. Record Scries Sequefwe 

0 Alphabetical . 

fj Nurr^rical 

Chronological 

n Geographical 

P Other Ispecifv) 

9. Volunoe . • y . ^ 

File Drawer(s) C ̂  Ot^V\>ft,cSj 

• Microfilm Reel(s) 

Q"^*^^ D Computer Tape(s) 

Number 

0 Other (soecifvl 

7. Record Series Formal(s) List all 

Î̂ Letter Size Q Microfilm 

D Legal Size D Computer Tape 

D Audio Tape - 0 Floppy Disk 

0 Bound Book D Video Tape 

0 Other (specify) 

8. Record Scries Sequefwe 

0 Alphabetical . 

fj Nurr^rical 

Chronological 

n Geographical 

P Other Ispecifv) 

10. Annual AccurT>ulation 

" ^ F i l e D,.wer(s, Q U cif«XU>ar) 
n Microfilm Reel(s) 

\ Q»-AA-^ • Computer Tape(s) 

Number | 

^ * » n Other (specify) 

n. • File is Used 

0 Deity D Weekly ^^Monlhly D Annually. 

12. ' File Becomes Inactive After 

\ ^ Month(s) • Year(s) 

Number 

13. Cuneni Locafionls) (Bldg.. Floor, Room) ^ / 14, Is Record Series Duplicated Elsevt/here? (11 yes, specify agency or office.) 

15, Access Restrictions (II Yes. cile Law{s) & Regulation(s) 

• Yes ^J^" 

16. Audit Requirements 

^ None 0 State • Federal o Independent 

'17, Is an Index System used? If yes, explain briefly and describe requirements 

n Yes 

18. Recommended Retention 

19, Name and Title ol Preparer 20. Telephone Numbei 21. Date 

•GS 550-a (Rev 1/93) 



Instructions Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-7991930 

A G E N C Y R E C O R D S INVENTORY Instructions Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
110-7991930 

p a g e J ^ _ _ or / / . _ 

1. Depadmenl/Agency ?. Division 

DEFINITION - R E C O R D S E R I E S : A group of related records normally filed and used as a unit for reference as well as retention and disposition purposps 
A Record Series Tnle 5. Earliest Year/Latest Year 

5 Record Series Description (Briefly descrilw the types ol in forma lion/doc umenls/lomis found in the series. Include the purpose or function of the series.) 

U o X s T . pbV%cx\V»k:t> . \ASuJ?C\e5it^-^ C L K ^ C ^ S , ckM'^^-'^ • ^ ^ < ^ a ^ v ^ t c V f e ^ , ^ b^'^'^^o(A<^-.^ 

7. Record Series Format(s) list ell 

^f^etter Size D Microfilm 

0 Legel Size . 0 Computer Tape 

D Audio Tape D Floppy Disk 

n Bound Book • Video Tape 

nnthflf (s.pM-.i(yy 

8. Record Series Sequence 

D Alphabetical 

0 Numerical 

^ ChrorxJiogical 

n Geographical 

D Omer (soecitvl 

9. Volunw - ^ . 

^ F i l e Drawer(s) Q 3 C t T C U i C U L i f S J 

• Microfilm Reel(5) 

W D Computet Tape(s) 

Number Q^^ ĵ 

j r> . • Other (specitvl 

7. Record Series Format(s) list ell 

^f^etter Size D Microfilm 

0 Legel Size . 0 Computer Tape 

D Audio Tape D Floppy Disk 

n Bound Book • Video Tape 

nnthflf (s.pM-.i(yy 

8. Record Series Sequence 

D Alphabetical 

0 Numerical 

^ ChrorxJiogical 

n Geographical 

D Omer (soecitvl 

10. Annual Accumulation ^ i V 

)^FileDrawer(s) t O'raU>A^ J 

• Microfilm Reel(5) 

\ T 
1 V W n Compiilftr TflpP^s) 

Number 

n Other (specify) 
n . File is Used 

^ Daily • Weekly , D Monthly D Annually 

12. File Becomes Inactive After 

1 ^ Monlh(s) 0 Year(s) 

Nunr^r 

13. Cuneni Loc8iion(s) (Bldg.. Floor. Room) yQy / 14. Is Record Series Duplicated Elsewhere? (II yes. specify agency or office.) 

0 Yes ^ No 

16. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

G Yes 

16. Audil Requtrenrwnts 

D None D State Q Federal ^Independent 

17. Is an Index System used? tl yes. explain briefly and describe requiremenis 

^ Yes 0 No 

18. Recommended Retention 

19. Name and Tille ol Preparer 20. Telephone Number 21, Date 

• 'GS 550-1 (Rev 1/93) 



Instructions - Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S INVEN10RY 

PAGE _ : n _ o r \ \ 

1, Depanmeni/Agency 

DEFINITION • R E C O R D S E R I E S ; A group ot related,records normally filed and used as a unit for reference as wel l as retention and disposition purposes 
4 Record Series lulc 5 Eartiesl Yeai/lalesl Yoar 

6 Record Series Oe&cfipiion (Briefly describe the types o) in forma lion/documenis/lorms lound in the series Include the purpose or function of the series.) 

7. Record Series Format(s) List all 

[fetter Size 

• Legal Size 

D Audio Tape 

0 Bound Book 

D Other (specify). 

Q M»crofilrT\ 

0 Computer Tape 

D Floppy Disk 

0 Video Tape 

8, Record Series Sequence 

• Alphabetical 

n Numerical 

^ Chronological 

n Geographical 

0 Other (speci(y) 

^ File Drav.(er(s) 

. 0 Microfilm Reel(s) 

0 Compuler TBpe(s) 

° Other (spocilyl 

10. Annual Accumulation 

;i(F,.eDrewar(s) C \ ^VV^'O-SVC^ 

U 5 
Number 

^ File Orawer(8) 

• Microrilm Reelfs) 

• Connpuier Tape(s) 

n Other(specWy) 

11. File is Used 

Daily D Weekly • Monthly 0 Annually . 

12. File Becomes Inactive After 

Monlti(s) D Year(s) 

13. Current Localicin(s) (BIcfg.. Floor. Room) K. Is Record Series Duplicaled Elsewhere? (It yes. spedty oflency or oince.l 

15. Access Restrictions (If Yes, cile Law(s) & Regulalion(s) 16. Audit Requirements 

D None • State 0 Federal ^ Independent 

17. Is an Index Syslem used? II yes. explain briefly and describe requirements 16. Recommended Retentior> 

19. Name and Tille ol Preparer 20 Telephone Number 21. Date 

•GS 550-4 (Rev 1/931 



Inslruclions • Type or Print a separate (orm loi 

each new or revised recortJ series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. Depanmenl/Agency 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland-20794 
410,799-1930 

A G E N C Y R E C O R D S INVENIORV 

or I I 

DEFINITION - R E C O R D S E R I E S : A group of related records normally filed and used as a unit for relerence as wel l as retention and disposition purposes 
4 Record Series Tille 5. Earliest Year/Laiest Year 

10 

6 Record Series Description (Briefly describe the types of inlonnation/docurnenls/forms found in ttie series include ihe purpose oi lunclion ol Ihe series.) 

7. Record Series ForTral(s) List all 

^Lelter Size 

• Legal Size 

D Audio Tape 

0 Bound Book 

• Ottier (specify). 

D Microfilm" 

Q Computer Tape 

0 Floppy Disk . 

D Video Tape 

8. Record Series Sequence 

a Alphabetical 

n Nunwrical 

Chronologicat 

n Geographical 

Other (specify) 

11. File is Used 

G Daily Weekly • Monthly O Annually 

9. Volume 

^ File DrBwer(s) ^ c i t ^ O J j O f t ^ - ^ 

C Microfilm Reel(s) 

OLJA^ ^' ^"'"P"'®' Tape(s) 
Number^i^ 

a other {sp«cify)__ 

10. Annual Accumulati 

°J< File Dra«Br(s) ( ^ \ C ^ . ^ ^ ^ - U J ^ ' ^ 

D Microfilm Reel(s) 

V*^* D Computer Tape(s) 

9\, 
Number , 

n Other (specify) 

12. File Becomes Inactive After 

Q Monlh(s) • Year(s) 
Number 

13, Cuneni LocBlionls) (Bldg., Floor, Room) 14. Is Record Series Duplicaled Elsewhere? (II yes, specify agency or office.) 

D No 

11 16. Access Reslriclions (II Yes. cile Law(5) » Regul8lion(s) 

0 Yes 

16. Audil Requirements 

None D Siale D Federal independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 18. Recommended Releniion 

. 19. Name and Title of Preparer 20. Telephone Number 

iGS 550-4 (Rev 1/93) 



Instmctions - Type or Print a separate form for each 
new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYUND 20794 

AGENCY RECORDS INVENTORY 

PAGE 

Jpartment/Agency 2. Division 3. Unit 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4, Record Series Title 5. Earliest YearAjtest Year , _ 

6. Record Series Description (Briefly describe the types of Infonnationn/documents/forms found in the series. Include the purpose or function of the series. 

7. Record Series Format(s) 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Bound Book D Roppy Disk 

^Audio Tape • Video Tape 

^ 9 ^ e r (specify) \ | '» ^ . , ^ 1 . ^ 

8. Record Series Sequence 

)\. Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9, Volume ^ © U ^ 

w 
• File Drawer(s). 
• Microfilm'ReeKs) 

a Computer Tape(s) 
^ Other (specify) Number 

10. Annual Accumulation ,̂  |i 

I D File Drawef(s)|! 
J\ • Microfilm'Reel(s) 

n a Computer Tape(s) 
Number ^ Other (specify)',! 

11. File is Used 
• Daily O Weekly • Monthly 

12. File Becomes Inactive After \ \ t J S ^ 
D Ĥ onth(s) a Year(s) 

Number • . • i 
U t e r e s a , ^ @ p e i % d L > 

13. Current Location(s) (Bldg., Roor, Room) 14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or office) 
• Yes D No 

15. Access Restrictions O Yes 
(If Yes, cite Law(s) & Regulation(s) 

• No 16. Audit Requirements 

• None • State • Federal ^Independent 

17. Is an Index System Used? (If yes, explain briefly and desaibe 
any hadware/sottware 

18. Recommended Retention 

• Yes No 

,Name and Title of Preparer 20. Telephone Number 21. Date 

GS 550-4 (Mev, 1M) 
igure 1 

- 25 -



Instructions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
^10 799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
^10 799-1930 

PAGE o r .1 ( _ 

1. Oepartmenl/Agency ?. Division 

DEFINITION - R E C O R D S E R I E S : A proup ot related records normally filed and used as a unit for reference as wel l as retention and disposition purposes 
4 Record Series Title b. Earliest Year/Laiesi Year 

^^CC>L^ to Q U L . r rft. 

6 Record Series Description (Briefly describe the lypes pi inloTmalion/documenls/lornis lound in the series. Include the purpose or tunclion ol the series.) 

\ X^W^^or. \ A C \ 0 ^ t S , <X<iC00nA r>umi,e^. c ^ d T ^ t S ^ . . ( v ^ W 
7 fFi^v\Gos. o > ^ w t f e M i ? . i a ^ , o ^ W \ t ^ r s s t ^ m p ^ w , G6nSun^pV»0A <acl^OSVrHtr^fe,•*• 

7. Record Series Formal(s) List all 

Aa letiei Size D Microfilm 

0 Legal Size • Computer Tape 

D Audio Tape 0 Floppy Disk 

n Bound Book D Video Tape 

n Other (specify) 

8. Record Series Sequence 

u Alphabetical 

n NuTTwrical 

V 
Chronological 

n Geographical 

D Olher (soecily) 

9. Volume V / 

ySL File DrBwer(s) 

• Microfilm Reel{s) 

1 |^>«^^br«^-> Q» Computer Tape(s) 

Number 

• Olher (specilv) 

7. Record Series Formal(s) List all 

Aa letiei Size D Microfilm 

0 Legal Size • Computer Tape 

D Audio Tape 0 Floppy Disk 

n Bound Book D Video Tape 

n Other (specify) 

8. Record Series Sequence 

u Alphabetical 

n NuTTwrical 

V 
Chronological 

n Geographical 

D Olher (soecily) 

10, Annual Accumulation 

^ ^ i l e Orawer(5) 

• Microrilm Reel(5) 

1 n Compiilftr TRp<>(«i) 
Number 

• Other (specify) 

11. File is Used 

D Daily 0 Weekly ^^Monthly D Annually 

. : J 

12. File Becomes lr\active Alter 

V Monlh(s) n v*.ar(<) 

Number / * 

13, Cun-ent Localion(5) (BIdg.. Floor, Room) ^ / 14. Is Record Series Duplicated Elsewhere? (II yes. specify agency or office.) 

• Yes ^ ! ^ ^ o 

15. • Access Restrictions (II Yes, cite Law(s) A Regulation(s) 

0 Yes 

16. Audil Requirenwnls 

D None a Slate • Federal ^^ndependent 

17. Is an Index System used? II yes. explain briefly and describe requirements 

r, Yes 

18. Recommended Retention 

19. Name and Title bl Preparer 20. Telephone Number 21. Date 

iGS 550-1 (Rev. V93) 



RECORDS MEASUREMENT GUIDE 

(Conversion of Holdings to Cubic Feet) 

Eqmpment / Containers C u . F t . Docket Books (Court) C u . F t . 

Letter Size Drawer 1.5 1 30" X 24" X 6" 2.0 
Legal Size Drawer 2.0 1 15" X 12" X 6" 1.0 
Lateral 36" Width Drawer 2.0 1 8" X 12" X 6" .5 
Lateral 42" Width Drawer 2.5 
Letter Size 12" Open Shelf 1.0 Tab Cards 
Letter Size 15" Open Shelf 1.0 
Box (15 X 12 X 10 & 15 X 12 X 12 1.0 5 14" Rows (Tab) 1.0 

3 24" Rows (Tab) 1.0 
Magnetic Tapes (Reels) 10 12" Rows ( 3 x 5 ) 1.0 

4 12" Rows (5 x 8) 1.0 
10 (3/4" Width X 2400') 1.0 
12 (3/4" Width x 1200') 1.0 Printouts (Computer) 
30 (3/4" Width x GOO') 1.0 

8-1/2 X 11" (18" thick) 1.0 
Microfilm/Film (Reels) 14-1/2 X 11" (10" thick) 1.0 

50 (35 mm) 100' 1.0 Disc Pack (Computer) 
90 (16 mm) 100' 1.0 

2 3 Tier 1.0 
Floppy Disc's (Word 1 5 Tier 1.0 
Processing) 1 7 Tier 1.0 

600 2" 1.0 Microfiche 
300 5" 1.0 
150 8" 1.0 4 12" Rows (4" X 8") 1.0 

Figure 2 - 26 -



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page) (of | / 

1 DEPARTMENT/AGENCY 
City of Cumberland 

2 DIVISION 
Department of Finance 

3 UNIT 
Utility Billing/Collections 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

Water and Sewer Billing 

5 EARLIEST YEAR/LATEST YEAR 

2006 TO Current 

6 INPUT - Identify source of infornnation to be entered 
Meter Reads 

7 OUTPUT - Identify the use/s of information generated by system 
Water/Sewer Bills 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Brie 
cont 

These records represent reports necessary for the billing of w 
all reports involved in the water and sewer billing process. 

Fly describe the information/documents/forms 
ained in a series. Include purpose and function of the system. 

ater and sewer in the City of Cumberland. Attached is a listing of 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

The Utility Billing division has access to view all reports in the billing process; however, the MIS Division only is authorized to 
delete records. If an error is found, all reports are deleted by MIS personnel and the billing process starts over. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Reports are generated bi-weekly with new reports being created. Bi-weekly reports are maintained on the system for a period of 
three years. Reports can be printed upon demand. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Files are saved as PDF's and are used within 24-48 hours by the Finance Division. Files are also used for reference purposes 
by the Utility Billing and Finance divisions. Records are independently audited on an annual basis. 

12 RECOMMENDED RETENTION 
Retain for three (3) years and until audit requirements have been fulfilled, then destroy. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

14 TELEPHONE NUMBER 15 DATE 

16 TITLE OF PREPARER 

DGS 550-6 



® Accounts Receivable Aging Repoit_2009_03_16_TM_08_3 i_01 
^lAccounts Receivable Aging Report_2009_03_16_TM_ll_06_13 
@ Accounts Receivable Aging Report_2009_03_19_TM_08_45_51 
ft; Bank Draft Register2_2009_03_20_TM_ll_01_27 
@Bank Draft RegBter_2009_03_16_Tlvi_09_53_43 
®Bank Draft Register_2009_03_16_TM_ll_06_13 
^iBank Draft Reg]ster_2009_03_16_TM_13_56_48 
l^iBing Register_2009_03_16_TM_09_53_43 

Sing Register_2009_03_16_TM_13_56_48 
® Bing Summary Rate Code_2009_03_16_TM_09_53_43 

Billing Summary Rate Code_2009_03_16_TM_13_56_48 
•^jBfing Summary Service Type_2009_03_16_Tivi_09_53_43 

Billing Summary Service Type_2009_03_16_TM_13_56_48 
® Bing Summary_2009_03_16_TM_09_53_43 
@ Bing Summary_2009_03_16_TM_13_56_48 

Deposit Appteatbn post risting_2009_03_20_TM_ll_01_27 
^ ; Deposits Applied to Rnal Bifls_2009_03_20_TM_ll_01_31 
^Rna l Billing by RateCode_2009_03_20_TM_ll_01_27 
1̂1 Rnal Billing Register and Posted Rnal BiO Reg_2009_03_20_TM_ll_01_27 
® Rnal Bing Register and Posted Rnal Bifl Reg_2009_03_20_TM_ll_01_31 
@Rhal Billing Summary by book and customer type_2009_03_20_Tlvi_ll_0l_27 
@Rnal bing summary by service type_2009_03_20_TM_ll_01_27 
® Rnal Bills Update GL Report_2009_03_20_TM_ll_01_27 
•^.GL Interface for Billing_2009_03_16_TM_09_53_43 
@GL Interface for Bing_2009_03_15_TM_09_53^51 
I^Gl Interface for.Billing_2009_03_16_TM_13_56_47 
g G L Interface for Bing_2009^03_16_,TM_13_58^04 

Penalty Registers_2009_03^16iTM_08_09i23 
@ Penafty Registers_2009_03_16_LTM_08_14_01 
@ Penalty Registers_2009_03_16_T|vi_08^31_01 

Penalty Registers_2009_03_16_TM_l 1_06_13 
@ Penalty Registers_2009_03_19_TM_08_49_19 
®Penalty Updated Report_2009_03_16_TM^08_09_53 , 
1̂ ) Penalty Update GL Report_2609i03_16_TM_08_14_28 
® Penalty Update GL Report_2009_03_16_TM^08_31_01 
@ Penalty Update GL Report_2009_03_16_TM_ll_06_13 
iS Penalty Update GL Report_2009_03Ll9_TML08_50_47 . 
^1 Remove Minimum Daily; Bills_2009_03_16LTM_09_53_51 
^1 Remove Minimum.Daly Bills_2009:.03_16_TM_13_58^04 
^'Transfer Account^2009_03_20L!TM^ll_01_31 


